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Printing the Change Order Report

This document will illustrate how to generate and print the Change Order Report.

NOTE: This document can only be utilized for active Contracts while

connected via CITRIX. This document cannot be used while in the Training
database.

Main Panel Change Orders(+] ]
NG & R E

Contract Draily Wafark, Contractor _I:Zhange_ b aterialz Accessories(+]
Adminiztration[+]  Feportz(+] Payrments[+] Orders(+] bl anagement[+]

“Double-click” on Change Orders (+).

Main FPanel T Change Orders[+] ]_

¥

Change Order Process List
 aintenance]+]

“Double-click” on Process List.

File Services Window Help
mEe? s x

Process ID Frocess Type Process Description
Std-Standard Change Order Report

“Click” on Process ID RCOCORPT ‘“Change Order Report”.
“Click” on the Run Process #® button on the toolbar.
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® Confirm Process Submission
Cont 1d Fed St Prj Mbr C 0O Mbr CO Change Order Desc
R -90003 STP 3387005 ] Claim Mo, 3
R -30003 STR 3387005 oo Delay: cauzed by wutility relocations.
B -90003 STP 3387005 011 M aterial Frice Adjustment
R -30003 STR 3387005 mea Delay due to RO property dispute.
B -90003 STP 3387005 013 Feplace existing MH Covers and Rings. Adjust to new grade.
R -30003 STR 3387005 o4 Adjust Yalve Bowes in roadway
B -90003 STP 3387005 015 Inztall shoring under damaged overpass
-30004 STR: 005 Creating waork,
F -90007 STP 3387005 o3 Additional Clearing for Bow Changes
R -30007 STR 3387005 om E=trawviork for additional Grading
R -90007 STP 3387005 o0z Time Adjustment

Submit

Parameters |

Cancel |

Select and highlight the appropriate Contract ID and Change Order Number.

“Click” the Submit button at the bottom of the panel.

Client Job Monitor |

\1’) Process RCOCORPTF submitted.

“Click” the OK button.

DPS Status Monitor

\!}) Profile RCOCORPTF for process RCOCORPT has completed

]|

“Click” the OK button.
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File | Services Window Help
[ oo 5 )

Fun Process

Process ID Process Type Process Description
RCOCORPT M 5M -Standard Change Order Report

“Click” on Services on the Menu bar.

“Click” on Process Status on the drop-down menu.

I AASHTO SiteManager
Fle Edt Services Window Help

=0 e

i Regular " Scheduled

Process Name Status Date Queue | Start Time | End Tin|
Submitted Time
INVPERFTA Completed B/12/2007 04:29 pm 04:29 pm 04:29 pm
INVPERFTA Completed B/13/2007 02:08 am 02:08 am 02:08 am
RCOCORPTE Completed B/13/2007 08:13 am 08:13 am 08:13 am
INVPERFTC Completed B/13/2007 08:23 am 08:23 am 08:23 am
INVPERFTD Completed B/13/2007 08:25 am 08:25 am 08:25 am
RCOCORPTE Completed B/13/2007 08:39 am 08:39 am 08:39 am

RCOCORFTF Completet B 08:51 am 08:51 am 08:51 am

“Double-click” on the appropriate report.

Note: the most recent run processes will be at the bottom of the listing. Dates and times
are listed to aid in differentiating between reports.

I AASHTO SiteManager
File Edit Services Window Help

=T

[~ Sho

OUTPUT.PDF
OUTPUT.TXT 8
PROCLOG. TT | 862 6/13/2007 |08:51:38

“Double-click” on OUTPUT.PDF
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CP¥93-Pd - Adobe Reader (&[]

File Edt View Document Tools Window Help *

ﬁ*|ﬁ' e [1]/2 1 ® @®[a5%]- i o [ [ =

-
Construction Change Order Approval Chechlist
Status:Draft
Contract Mo.: R -80004 Change Order Mo.: 001 Date of Change Order: 00/00/0000
DistrictVINGCENNES DISTRICT AE:Farmer, Fran PE/S:Clipper, Buzz
Change Crder Information

Total original Contract §6858.403.235
‘Current Change Crder Amt 50 Percent:0.0%
Total Previous Changes § Percent 0.0 %
Total Change To-Date $ Percent %
Total Modified Contract 3
Time Extension Reguest 5% Days Reguestad

Previous 55 Days AE: DCE: SCE:

Apprv'd. by

5% Days Reguestad Walue of 3P Days 5

Review and Approval

Required Approval Authority AEDCE SCE DDCM
Werbal Approval Required? I, by Date Approved
DBE Paolicy Check Required? I, by Date Checked
Total Change To-Date=5%7 I, Copy to Program Budget Manager
Scope/Design Recommendation IfY, Referred to Project ManagenPM)
FRequired?

Date to PM Date Returnad
Approval Authority Concurs with  If %, Concumrance by Date
PM?

If M. Resalved by Date
LPA Signatures Required 1%, Date to LPA Date Returnad
FHWA Signatures Regquired 1%, Date to FHWA Date Returnad

-

inbox .| 592 Wi..o| BB DPS .. | & AssH...| 8)E1 cr. | ] M.,

s |G 0O & O] =W & |

jopyd.. |Links »|MO| B B PO B, s01Au

Adobe Reader opens with selected report.
“Click” the Print icon on the toolbar to begin printing to the default printer.

cpy93_pd - Adobe Reader

File Edt View Document Tools Window Help

=) Open... Ci+0 [ |~

Create Adobe PDE Online...

&) Start Meeting...

Ceonstructio

Save g Copy... Shift+Cir=5
Save as Text...
o R -00004 Chang!
K Send to FedBx Kinke's.. ENNES DISTRICT  AS:Far
AMtach to Email...
Close Cid+W
i
Properties. .. Cif=D  [Contract
& Order Amt
Flinital Fritinne Changes

A copy of the report can be saved by “clicking” on File on the menu bar and “clicking”
on Save a Copy from the drop down menu.
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File Edi Services Window Help

=1

[~ Show system files

OUTPUT.POF
DUTPUT.TXT 1302
PROCLOG.TXT | 862 6/13/2007 051302

To exit “Click” on the X in the upper right hand corner.
“Click” the Close & button on the toolbar to exit the Files for Process panel.

File Edt Services Window Help

=l LA

Regular " Scheduled
Process Name Status Date Queue Start Time End Tin]
Submitted Time
INVPERPTA Completed B/12/2007 04:29 pm 04:29 pm 04:29 pm
INVPERPTA Completed B/13/2007 02:08 am 02:08 am 08:08 am
RCOCORPTE Completed B/13/2007 08:13 am 08:13 am 08:13 am
INYPERPTC Completed BM3/2007 08:23 am 08:23 am 08:23 am
INVPERPTD Completed B/13/2007 08:25 am 08:25 am 08:25 am
RCOCORPTE Completed B/13/2007 08:39 am 08:39 am 08:39 am
RCOCORPTF Completed B/13/2007 02:51 am 02:51 am 08:51 am
RCOCORPTG Completed EA 7 0313 am 0313 am 03:13 am

“Click: the Close & button on the toolbar to exit the Process Status panel.

File Services Window Help
TR

Process ID Process Type Process Description
RCOCORPT 5H-Standard Change Order Report

“Click” the Close & button on the toolbar to exit the Process List panel.
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